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English 3005 I Fall 2006

Technical Communication
Dr. Angela Vietto
3345 Coleman Hall
avietto@gmail.com I 581-6293
Class web site:
http://www.uxl.eiu.edu/~cfarv/3005.html

Office hours:
MWF 9-10:30 AND BY APPOINTMENT
(You can make an appointment by seeing
me before or after class OR by signing up
on the appointment schedule on my office
door.)

Course Objectives
The primary objective of this course is to improve your ability to
communicate complex information in an audience-centered way.

Achieving that objective requires developing your skills and knowledge in the
following areas:

+
+
+
•
•
•
•

research techniques,
the ability to customize information for different kinds of audiences,
organization strategies,
integrating visual elements with text,
document design,
concise and clear prose writing, and
the use of standard written English.

What's in it for you?

This course should be of value to you in your other courses as well as in your career after
college. Effective communication is a skill that many employers say helps them
differentiate among job candidates who all have the technical skills they need to perform
a job. For English majors, the ability to communicate technical information is a valuable
skill, since jobs for technical writers far outnumber jobs for, say, poets. In addition, the
principles we study in this class can be useful in many situations outside work, especially
if you want to take political action at the local, regional, or national levels.
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What will we be doing in this course?

Detailed work schedules will be distributed at the beginning of each major section of the
course (about once a month). Following are deadlines and other notable dates in our
schedule:
M Sept 4-No class (Labor Day observed)
F Oct 6-Portfolio due for mid-term review
F Oct 13-No class (Fall Break)
Nov. 20-24-No class (Thanksgiving)
F Dec 8-Deadline to submit and receive signature on an EWP form
T Dec. 12, 4 p.m.-Portfolio due
In general, here's what you can expect if you decide to commit to the course. We will
use our textbook to help us establish basic principles of technical communication-so
you will need to read it carefully, and there will be quizzes based on the textbook's
content. Most of our work, however, will take the form of researching, writing and
designing documents, and preparing and delivering oral presentations. Some of this work
will be done individually, and some will be done in small groups. My emphasis in giving
you feedback on your work will be to let you know how well you've managed to put into
practice the principles that we study early in the semester.

Working in the English Technology-Integrated Classroom (ET/CJ

Our class will meet on alternate weeks in a regular classroom and the computer
classroom. During days in the ETIC, ordinarily you will spend most of class time
working on projects. This is a great advantage because it means you can work with your
classmates and consult with me while your projects are in process. However, you should
not assume that nothing else will happen on lab days. Often we will have a quiz or there
will be some other class business to conduct.
Here are a few important things to know about the ETIC:
1. There are no floppy, CD, or zip drives. You have two choices for saving work:
a. Email work to yourself as an attachment.
b. Save on a flash drive (portable USB storage; thumb drive; jump drive).
2. You are welcome to print your work in the lab, but like any lab, the printer isn't
working 100% of the time, so you shouldn't rely on it as your only source of printing.
3. If you print in the lab and your work doesn't print out, don't keep sending print
commands. Check the printer to see if it needs paper or if it's giving some other error
message.
4. Because we've had thefts from this room, it is normally locked between classes. I
always try to arrive early so you don't have to wait in the hall, but if I'm not there,
please be patient.

Assignments and Grading

Individual assignments
Quizzes
Portfolio
Team assignments

30%
20%
30%
20%

Final Grades
A
90% or above
80% to 89%
B
C
70% to 79%
D
60%to 69%
F
59% or below

Individual assignments and quizzes will be worth variable numbers of points. At
the end of the semester, I will total the points available and divide your total by the total
available to determine your grade in each category.

Meeting deadlines is an important skill in professional communication. All
assignments are due in class on the date listed on the assignment. Extensions to deadlines
will be granted if they are requested before the due date. Work that is turned in late
without an extension will be penalized by 10% per class period late.

Attendance. When you miss class, you disadvantage both yourself and your
classmates. However, coming to class is your decision. However, you should note the
following: (a) Deadlines count (see above). (b) Your small groups will establish their
own rules about attendance, and I will abide by those rules. (c) When you're turning
something in late, turn it in during class or in my office hours. (Please don't email me
assignments.)

Portfolio. In the portfolio, you will collect a selection of documents you have produced
over the course of the semester, as well as documentation of other kinds of
communication activities. You will turn the portfolio in twice-once at mid-term and
again at the end of the semester, during finals week. I will provide comments and a
tentative grade when you turn in the portfolio at mid-semester, but the portfolio will not
be assigned a final grade until the end of the semester. You must turn in your portfolio at
mid-term as well as the end of the semester in order to receive full credit. (Specific
requirements-number and type of documents required, etc.-will be spelled out in a
separate assignment sheet.)

Working in teams. As in the workplace, you will be responsible to your team
members. So when the teams are established, I will have you write a contract that will
govern your work. If you take the contract seriously, it can help you avoid some of the
common difficulties of "group work." In addition, at some points during the semester I
will require that your team keep minutes of their meetings as a record of what you do.

Information for Students with Disabilities
If you have a documented disability and wish to receive academic accommodations,
please contact the Office of Disability Services (581-6583) as soon as possible.

Electronic Writing Portfolio
This course is writing intensive. lfyou are not a senior, that means you may use a
document from this class for your electronic writing portfolio. (Seniors must make their
EWP submission from their EIU senior seminar.) If you wish to use a document from
this class to make your EWP submission, you must provide me with a completed EWP
form and a copy of the assignment you intend to submit no later than F Dec 8. Ifyou are
not sure whether or not you need to make an EWP submission from this class, have me
sign a form before the last day of class just to be safe.

The English Department's Statement on Plagiarism
"Any teacher who discovers an act of plagiarism-' The appropriation or imitation of the
language, ideas, and/or thoughts of another author, and representation of them as one's
original work' (Random House Dictionary of the English Language }-has the right and
the responsibility to impose upon the guilty student an appropriate penalty, up to and
including immediate assignments, of a grade of F for the assigned essay and a grade of F
for the course, and to report the incident to the Judicial Affairs Office."

My Statement on Plagiarism
Understanding plagiarism can sometimes be a bit tricky, especially when we deal with
documents in which you've relied on research but you're not writing a "research paper."
We'll write some documents of that kind in this class, so we'll talk about how to avoid
plagiarism in such cases. You can expect that ifl see minor problems that result from the
difficulty of the assignment I'll treat them as just that, minor problems. On the other
hand, I've occasionally had students steal large amounts of work from other sources
(usually cutting and pasting from a web site), and there's nothing tricky about
understanding that that is unethical (in some cases illegal as well) and subverts the
learning process. I treat that as serious infraction of academic honesty, usually meriting
an Fin the course as well as a report to Judicial Affairs. Ifyou're tempted to plagiarize
due to time constraints or other pressures, ask me for an extension instead.
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Schedule
Notes:
1. Due dates in this schedule supercede those on original policy sheet.
2. Schedule is subject to change. Additional readings may be assigned.
3. Specific readings listed must be completed before the date listed.
4. Homework assignments will continue to be given in class; most are not listed in the schedule.
MAug28
W Aug30
F Sept 1
M Sept4
W Sept 6
F Sept 8

M Sept 11
W Sept 13
F Sept 15
M Sept 18
W Sept20
F Sept 22
M Sept 25
W Sept27
F Sept 29
MOct2
WOct4
F Oct6
M0ct9
W Oct 11
F Oct 13
M Oct 16
W Oct 18
F Oct 20
M Oct23
W Oct 25
F Oct 27
M Oct30

Lab day-work on research for first report
Mini-lecture: documenting your sources in a formal report
Lab time-work on research/writing for first report
Lab day-research/writing for first report
Labor Day Observed-no class
First formal report due.
Mini-lecture: oral presentations
Read in Markel: chapter 21 (pp. 545-565).
Quiz on chap. 21.
Discussion of oral presentations continued
Lab day-Work on £Uaphics/visual aids for oral presentations
Organize teams; first team meeting
Lab day-Work on £Uaphics/visual aids for oral presentations
Oral presentations
Oral presentations
Oral presentations; team meetings if time permits
Lab day; teams meet and work on proposal for first team project
Lab day: research/writing time for first team project
Lab day: research/writing time for first team project
Read in Markel: chapter 19 (pp. 496-509)
Quiz on instructions.
Read in Markel: chapter 13 (pp. 292-329)
Quiz on graphics.
No class--optional team meetings or individual conferences
Lab time: work on instructions and/or team projects
Instructions due
Fall Break-no class
Portfolio due for mid-term review, including team project 1.
Team meetings to discuss team pro.iect 2.
Reading and quiz TBA.
Reading and quiz TBA.
Lab time: Time for teams to work on project 2 or individuals to work
on second formal report.
Lab time: Time for teams to work on project 2 or individuals to work
on second formal report.
No class.
Reading and quiz TBA.

WNov 1
FNov3
MNov6
WNov8
FNov 10
M Nov 13
WNov 15
F Nov 17
Nov. 20-24
MNov27
WNov29
F Dec 1
MDec4
WDec6
FDec8

T Dec. 12,
4p.m.

Reading and quiz TBA.
Reading and quiz TBA.
Lab time: Time for teams to work on project 2 or individuals to work
on second formal report.
Lab time: Time for teams to work on project 2 or individuals to work
on second formal report.
Lab time: Time for teams to work on project 2 or individuals to work
on second formal report.
Second formal report due.
Optional team meetings.
Team pro_iect 2 due.
Thanksgiving Break
Lab time to work on final portfolios and/or oral presentation.
Lab time to work on final portfolios and/or oral presentation.
Lab time to work on final portfolios and/or oral presentation.
Final oral presentations.
Final oral presentations.
Final oral presentations.
Last day to submit and receive a si2nature on EWP form.
Final portfolio due.

